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RECCRDS MANAGEMENT SURVEY REPCRT
OF THE OFFICE OF CENTRAL REFERENCE

I PURPOSE

To prepare & records control schedule covering the disposition of all
records of the Office of Central Reference.

IT BACKGROUND AND APFROACE

At the request of the ference, & records management
survey was conducted by of the Management S8taff. The
survey began on 15 April 1956 and was completed on 17 April 1957. The

aurvey conslsted of an {tem-by-item inventory of the records holdings
in emch organizational element of the Office, and obiaining information
fros responsidble aduinistrative and operation officisls as to the use
anf value of each category of records.

Based upon the Velue of the records placed on thew by these officials,
svaluaticn criteria eastablished by the National Archives, and precedents
estadblished in other offices of the Agency for similar records, a pro-
posed schedule for the timely disposition of each record series was
prepared and submitted to each ¢ nent of the Cffice for concurrence.
Proposed retention pericds were adjusted until everyone was in complete
agreement and gignatures of the organisationel chiefs were obtained.

The schedule wes then submitted to the Assistant Director for approvael.

IIX APPLICATION OF APPROVED SCHEDULES

The OCR schedule, as approved by the Assistant Director, has been reviewed
by the Records Management Staff and is approved for full application of
the disposition instructions contained thereon except for destruction
action proposed on certain items. (Bee list of itews mttached to
schedule). Bteps are being taken to obtain the necessary legal authoriza-
tion for the destruction of these excepted items whereupon you will be
notified immediately. However, it is pointed out that & schedule only
gives legnl authority for the destruction and retirement of records

and ell actions taken under thie suthority must conform with existing
security regulations of the Agency.

IV PIRDINGS

8tatistical information developed frouw the records control schedule shows
that the Office of Central Eeﬁerence has recorde holdings totaling 27,209
aubic feet, categorized into 491 separate record meries, and housed in
filing eqniment having a replacement value of over $600,000, (Bee filing
equipment inventory attached as Exhibit No. 1.) This is significent in
that OCR records represent 45% of the total volume in the DD/I Area.
Therefore, the effectiveness of the records management program in the DD/I
Area ie incumbent ugn 0od records management practices in OCR., Of the
total OCR records, ,Qgg cublic feet consists of library material and
register collections maintained primarily for servicing customers' requests.
The reweining 4,261 cubic feet of records are those sccumulated in connec-
tion with adminlstrating, collecting, and controlling these large acllections.
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The letter types of records fit well in established patterns for
automstic cut-off, retirement, and disposal procedures as developed
in the schedule, Yt 1s the other records, the largest by volume,
vhere a records provlew exists and where all techniques of good
recorfis wanagement practices wust be applied. It is also in this
ares vhere no precedent exists from which to draw on other Agencies?
experiences and where reduction of voluwe by retirewent or by wicro-
photography is basically determined by customer requirements.

¥V ACCOMFLISHMENTS

Puring the survey several problems arose which were considered pressing for
imzediate solution. In order to provide assistance to these arsss when
nesded, other wembers of Records Management Staff and personnel from the
Records {enter were called on for help., With the full eooperation of OCR
Personnel we vere able to scoouplish the following:

1, BRECORDS RETIRED. Prior to this survey, not all components of OCR
had teken advantage of the facilities offered by the Records Center for
Bousing thelr inactive flles., In addition, large quantities of records
socquired in groupe from other Agencies were being stored in current files
ares pending time sand manpower availsble to process these files into
thelr own systew. With the approval and cooperation of operating
officials we were able to transfer a totel of 1146 cubic feet of records
to the Records Center. This was in addition to 1419 cubic Peet of
records that were retired to the Records Center by OCR components during
the asame period., KNow, all Divisions and Registers of OCR are aware of
the services available at the Records Center and sre sctively participating
in a records retirewent program. A suggested OUR ilssuance that would
further essist personnel concerned with the retirewent of records and
their recall for current use 1s attmched as BExhibit No. 2.

2. HNECORDS DESTROYED. Many records are maintained by officials beyond
their usefulness to the Agency because they are not aware that legal
authority exists for their destruction or they sre noct avare that sn
office of record has been established elsewhere for the official reeord.
Also they way often lack manpower to handle & large job of records
destruction and keep up with their current work., With the approval of
the appropriate officiale we were able to destroy on the spot a total of
306 cubic feet of records. An amount equally as large is estimated to
bave been destroyed by operating personnel as a result of recommendations
made during the inventory.

3. PFILING BYSTEMS INSTALLED. Administrative filee maintained at all

organizational levels of OCR contein generally the sawe types of material,

The files are usually mé:taimd by Branch and Division secretaries and

e BT e N e oot a1 oY Sosdey Yanls Yifh, no uuifornity 1g qrrepge-
e systen prescrived for this type of file in 9 locations in the

Graphics Reglster, Bpecial Register, and Machine Division, end treined
personnel in their msintenance.

‘2-
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k. BEELF PILING INITIATED. The introduction of nev £11ing equipment
which will house & lurger volume of files with less floor space than
conventiona) cabinets and safes is desirable  pot only from an ecoromic
standpoint but due to limitations on acquiring additional space. A mesber
of cur staff prepared s study on the use of shelf filing in Biographic
Begister for housing their Dossiers files. The plan was epproved and
open shelf filing equipsent is bdeing procured. Thig will consolidate all
Dossiers into one filing mres end in edditicn provide additiona)l spece
for 2h months' expansion., The cost of the new equipment will not exceed
the value of the cabinets that will be aveilable for turn in., The

use of ghelf filing has alsc been approved on a test besis for installa-
tion in one Branch of the Industrial Register.

9. SUPFLEMENTAL DISTRIBUTION S8TOCK LEVELS. Adequate stocks of publications
issued by OCH must be maintained to £111 supplevental requests. Baged
on experience factors available at the Records Center on the nuxber of requests
they receive for OCR mblications, stock levels have been established for
Biographic Reglater and Graphics Register publications. As a result, stock
levels established by these offices bave suthorised the destruction of

subic feet of OCR publications at the Records Center and, in addition,
bave elizinated the need for @aintaining extra copies of publications
in cuwrrent files emres.

YI RECOODENDATIONS

Puring the course of our gurvey, other areas of records masagement were
observed vhere possible lmprovements could be wade. As & result of these
observations and after a careful anelysis of the schedule, the following
recowpendations are submitted for your considerations

L - mgmmmcmozmmmmnmy

The preparetion of a records control schedule accouplishes litile unless the
disposition instructicns which have been approved by all responsible officials
of your office are implewented and adhered to down to the lowest echelon.
Therefore, Records Officers and Administrators should use the schedules as
S means af adeinistrative control to obtain compliance with approved policies.
The lication of the schedule then becomes & prime factor {n promoting an
effecient and economicel records disposition program. The benefits derived
from an effective records disposition progran are mmny. Substantial
sevings can be reflected in more economical use of office cg;ace and file
mimg « In addition to monetary W application the schedule

ures rvation of records consl iemmatly valuable to the
m»% and provides for orderly maintenarce end vanagenent of files in
current use,

» - - -3-
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THAT THE RECORDS CONTROL SCHEDULE BE REVIEWED
IGES HECESBARY TO MAINTAIN THEIR CURRENT BTATUS

The records of an organigation reflect the function it performe and as these
functions chenge the schedule must be revised accordingly., Rew records are
often being created that are not covered on the schedule, Records

saries which have been discontinued and either retired or destroyed should
be dropped from the schedule. Retention pericds should be reduced on

- certain items efter experience has shown that itens were over evaluated

on the initial schedule. Therefore, in order to maintain an active
regords di;goaitmn program, & records control schedule must be reviewed
amoally brought up to date,

- THAT PROCEDURES BE EBTABLISHED FOR COLLECTING
*TICAL INFORMATION TG MEASURE THY EFFECTIVENESS OF THE

In addition to the many intangible benefits derived Trom & records disposition
progran there sre substantial accomplishments that can be weasured in dollar
#avings. These savings are easily understood by the operating pecple as well
a¢ the adwinistrator and go s long way in prowoting the progrem. In order

to measure the tangible benefits of the OCR program, procedures should

be established to collect snd compile the following information snnually:

. a, Volume {cu.ft.) of records on hand &t beginning of reporting
period.,

b, Yolume (cu.ft,} of records transferred to the Records Center
during reporting period.

¢. Volume (cu.ft,) of records destroyed during reporting period,
4. Volume (cu.ft.) of records on hend at end of reporting pertod.

This information must be collected annuelly by the Managewent Staff for

use as an aid in messuring and reporting the effectiveness of the Agency

Records Management Program. A suggested wewo for transritiing the schedules

g@’{;ﬁ §owon3 ent and establishing a reporting system is attached as 25X1A
0. 3.

- TEAT THE AGENCY FILE SYSTEM OUTLINED IN B
ADMINISTRATIVE AND SUBJECT FILES THROUGHOUT THE *

Within the Office of Central Reference, there are 37 separate subject and
administrative files maintained for the Chiefs of each organizationsl
elament, These files ere maintained and serviced by secretariass zr:
elerical personnel in the various chiefs' offices. The systems of filing
are varied, but for the wmost part, records are under some subject

am ymént. The Agency has s subjJect numeric system for waintenance
of this type of Tile (Bee B;I:‘z::j "Handbook for Subject Filing") and
this rile system has been ir Grephics Register, Specisl Register,
Mechine Division, and Adwinistrative Staff. By extending this system
shroughout the O0ffice of Central Reference » benefits will acerue to
present as vell as future administrators through such standardigation,

It will provide a file guide useble by all Personnel and lessen dependence
on a fev file clerks to locate papers when they are needed. Intre-office
transfers (and in many cases inter-office transfers)
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of eduminietrative snd clerical personnel will cause no time lost in
learning the different file systews of each orgentzation. All new
clericel personnel {awaiting clearance) in the Interim Assignment Branch of
the Personnel Office are given & training course in the subject numeric
file systen. The course is conducted by the Office of Traiaing and covers
five LO-minute perlods. In addition, all new personnel in grades through
GB-7 sre given e brief course in subject nuweric £iling under the clericsl
orientation program. Mewbers of this staff are availsble to assist in this
program,

Recommendation No. 5 - THAT EMPLOYEE RECCRD CARD, OF Lb, BE UTILIZED
T BELCW TEE AININISTRATIVE BTAFF REPLACING
THE INDIVIDUAL PERSONNEL ¥ 3

Individual personnel folders sre wmaintained at all organizetional levels
&nd duplicate the personnel folders maintained by the Administrative

Steff. In sddition, the ewployee's official personnel folder is meintained
by .the Personnsl Office of the Agency. It is suggested that the personnel
folders meintained by other than the Adwinistrative Btaff be discontinued
and the use of Buployee Record Card, OF 4b, be encouraged, The Ewployee
Record Oard is intended for use by operating officials =s = baais for
inttisting personnel actions; recording personnel actions, training, and
quaiifications; and noting other ormation needed in the management of
personnel. Agency Regulatio states that OF 4o is "the only 25X1A
supplementary record authorized by the Office of Personnel which may be
established by operating components™. The cards wey be maintsined in
pocket type visible files end will occupy less filing space in the office.

No. & - THAT THE REGISTERS CONTINUE TO DEVELOP AND
- A FHOURAM THAT WILL REDUCE FILE SPACE THROUGH MICROFILMING,
RETIREMENT, AND UTILIZATION OF BPACE SAVING FILING EQUIPMENT.

The proof that a Register perforus the function for which it wes established
is whether or not informmtion or documents requested by e customer can de
furniehed. In order to meet the °Ye¥ increasing requivements of the
customers, new eources of information have been developed and the volume

of files have continued to incresse until all available floor apace for
further expansion is liwited. The operating officials of the Registers

arg the first to adwit thet all documents in their files are not used

and that some of thewm will never be used or needed by customers. Therefore,
it 1s thie group of never used documents and the seldom used documents

that should be eliminated from the sctive collectione and removed fronm
current 1188 aresa. Even 1f all insctive materisl could be removed from

current files, the large volume of active files remaining will still
Present & space problem. It is 4in this ares that the use of miero-
photography end shelf filing would assist to peduce the space requirements
Tor the Registers. In connection with this survey, as well ss overall space
reguirements for the new Agency bullding, we bave wet with officials of
Infustrial Register to discuss inforuwally a proposal we in Menagement
8taff had prepered concerning the disposition of Industrial Card Files.
{Bee Exnibvit ¥o. 4). Our proposal is only informal and was submitted to
them as & point to stert., Verlations and deteiled procedures should be
discussed end worked out to the satisfaction of the Chief of the Register.
We therefore, propose to work with each of the Registere towsrds the
solution of their space problems.
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J - THAT TEE INTERNAL AIMINISTRATIVE REPORTING PROCEDURE
SPECIFIC REQUIREMENTS BE PLACED ON SUECRDINATE COMPONENTS.

Throughout the Office of Central Reference, daily work reports are being
prepared by wost personnel. At emch aduinistrative level they are brought
together, consolidated, and reported to the next higher level until they
ere all brought together in Operations Steff where the OCR monthly activity
report is prepared. As & result of this raporting systew, retained copies
of feeder reporta are being wainteined at all levels of administration

due to supplemental requests for information not imcluded on the consolideted
report. This requires initiel work reports to be kept for excessive
periods after the consolidated report has been forvarded to the next level.
Therefore, &ll reporting requirements should be developed from_the top
downwerd. Thie will permit the destruction of Teeder reportis at each

level of consolidation based on their sdministrative needs and prevent

the retention of records on the remote possibility that they mey be asked
for.,

Becoumendation No. 8 - THAT OCR INITIATE A MEMORANDUM TO ALL GFYICES OF
/4 RRWUEHTIRG THAT BOOKS ON INUEFINITE LOAN FROM THE LIBRARY EE RETURNED
IF RO LONGER NEETED A8 AN ACTIVE REFERENCE AID.

There are over 5,000 cubic Pfeet of refersnce books in the various components
of $0/I. This volume does not include those meintained by the OCR Livrary
for loan purposes., Some of the books are on definite loan from the Library.
The mejor portionm, however, are those which have been procured by the Lidbrary
for indefinite retention by the requesting officials. Over a period of years,
some individusls have accumulated e large collestion of library books,

Many of these books maintained outside the Library have psssed their usefulness
a8 a daily reference sid and in mALy cases are never ugsed st all. Also,

these peldom used books could be furnighed by the Library on request as

easy as located by the reguestor in his own library collection., 1Iff the
resulis of this wemo should prove successful in the ID/I area it 1s suggested
that similar wewos be initiated for the recall of inactive reference books
from the other aress.

Approved Formﬁz002/05/06'.66IA-RDP78-00487A000200280014-0
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L dr. Legal Bafe
L dr, letter Bafe
4 dr. letter Cab,
5 ar. M@-l Cab,
. 3 dr. Letter Qab;
5 4dr, Letter Cab.
Bookshelves {CGlass Front
shelves {1x3 Wood)
Bhelving (Wood)
Shelves (1x4 Wood}
Bhelves (9"x36" Hteel)
8 dr. IBM Bafe
6 dr. Microfilm Cab.
7 ar. Card Cab. (2 Tray 5x8)
10 dr, Card Cab, (2 Trey 3Ix
10 4r. Card Cab. {2 Tray 5x
5 dr. Card Bafe
32 Tray Oard File (5x8)
5 dr, Map Case {Wood)
& dr. Map Qab. {(Metal)
15 dr. Map Ceb. {Wood
Ksrdex Bafe {--)
Kardex Cab.
Xardex Cab, {Wood)
Tub Files ZGara Trays )
32 Tray, IBM (Verticle)
10 dr. IBM Cab. -
Safti-Btek (3x10)
3 &r, Bafti-Btek 3x1?}
2 dr. Bafti-Btak (IBM
15 dr. 3x5 {Wood)
b @r, 3x5 {(Wood}
b Tray IEM (Verticle)
2 8r, 5x8 Cab.
Elevator Bafe

dr. IBM Ceb.

dr. IBM Cab.
2 dr. VYeult 8sfe
Flexoline 8tand (Floor)
¥iexoline Stand {(Desk
2 Tray Card Cab. (5x8
2 door Mosler Bafe

EXHIBIT NO. 1

BQUIPMENT INVENTORY - OCR

TOTAL UNTT
URITS COAT
628 . 345,00
Sg 289,00
L7.50
2 pr g
23 50 -
2 EG.OO
8 235.00
15 59.00
62 24,75
148 6,00
96 2,00
€009 7.00
126 458,50
g 127.50
21 91.00
BE 102.75
125.00
252 345,65
1 240,00
1 60.00
17 88.5%0
1 105,00
2 - 433.80
3 255.50
5 100.00
12 150,00
1 240,00
106.70
12 k,15
180 12.00
192 8.00
h 1-1 000
10 30.00
8 13.50
2 1950.00
123 100,00
k2 £2.00
1 230.00
3 0.00
10 117.00
10 5 .50
1 106.7%
10,235

$604,796,10
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OFFICE CF CENTRAL REFERENCE

BUBJECT: Retirement of fecords to the Agency Records Center and their
recall for current use.

I. The instructione cutlined below will be followed when retiring inactive
OCR records to the Agency Records Centert

A. MATERIAL OTHER THAN TOP BECRET 25X1A
1. soplies of the following forms mey be obtalned from , 4
Supply ice or from the Records Management Officer

a. Forw No. 140, Regords Retirement Request. Part I of this

form will be completed by The retiring gﬂ!ee‘ An original

ﬁ three copies will be forwarded to OCR Records Managenment
icar.

(1)} Job Fumber. A job number is required for each separate
group oF records being retired. This number may de obtained
from the OCR Records Menegement Officer.

(2) Deseription of File Beries. Ingerts a brief description
of ¢ { belng retired. s dgpaription will be taken
from the approved records eontrol schedule and will include

the schedule and item numbers, record series title and descrip-
tion, end the inclusive detes of records being retired.

b. Porm No. 1h0a, Records Spelf List. The use of this form is
optional. It should Pe used whnen the retiring office wishes %o
heve a more detailed listing of the waterial belng retired than is
inAteated on Porm No. 140, When it is used, 1t should identify
the contents of each ¢ontainer by listing the subject or title

of each folder or document contained therein. An original and
one copy will be forwarded to Adwinistrative 8taff with Poruw No.

140, ;
¢, Yorm No. 1k, Recor torage, Box Lebel, One lsbel should be
attached to the upper itly corner O small end of each

sonteiner. The number of each conteiner snd its relation to the
total number of containers will be indicated on emch label, e.g.,
1 of 5-; 2 of ﬁ} eto.,

@. Corrugated, fiberboard containers, messuring 15" X 12" ¥ 10" will
pe used for the retirement of legsl or letter size records. Each
container holds one cubic foot of material, or one half of the contents
of 8 legal size safe draver. Unasseubled containers can be obtained
from the Building Supply Officer. To sssemdle the contairners, secure
the bottom with 3" paper tape that cen also be cbtained from the
Bullding Supply Officer.

3. Records should be placed in the containers in the same order in

vhich they have been arranged and waintained in the file cabinets.
Do not pack the containers too tightly.
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k. After the containers have bem packed, they should be sealad
and placed with the outgoing meil for pick up by the couriers
for delivery. to the Agency Records Center. Tt is important
that these containers be ready before last Plck up of the day
in order that they may be stored in & secure area overnight.,

5. Bpecisl arraﬁgamants for the packing of o044 size waterial such
te maps or card sige records will be mede with the Area Records
Officer.

B. TOP SECRET MATERIAL

-1, Top Becret mmterial in OCR normally will not be retired to the
Agency Records Center. In those cases where it is necessary or
desirable to retire Top Secret material which is integretad with
material of & lower classification in a file series, special
arrangevents will be made with the OCR Records Officer to retire
this s&ries.!

II. Recalling records from the Agency Recorde Center or requesting informe-
tion from or sbout & document can be expedited by observing the following

procedurest
Use Form No. 490, %gcorda Center Bervice Request
sullding Supply Officer] for ALl routlne Tequests Tor

ﬁz ROUTINE REQUE

ava B ie n :

documente from the Records Center. Follow instructions on the form for
completing and send by courler to "Records Center®. Doutinme regquests are
serviced prouptly and documents are normally supplied within twenty-
four hours.

If documents at the Records Center are needed within
g, speclial service is aveileble to handle urgent requesta. Call
ind furnish the same inforvation reguested on Forw No. 4S0. Alse
state T ime that you need the docuwents. This informetion will be
immedlately relayed %o the Records Center and docmuments will be forverded
on the next courier run., Expediting this type of request places extra
dewands on courier personnel, center perscnnel and the compunieation

: syetaw, #o it is desireable that this procedure be usged enly when

need of documents is urgent.

C. INFORMATION REQUESTS. When & requestor wants informetion from or
sbout a & 6] i g Records Center forward the regquest om Form No.
5X1A 490 or ca depending on the urgency of the regquest.,

Approved For Release S@@Elfs : CIA-RDP78-00487A000200280014-0
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BUBJECT: Records Control Schedule No. 24-56

1. Attached is the Records Control Schedule covering the records of your
component. This schedule was prepared by the Records Management Staff, ID/S
and approved by the Assistent Director, Central Reference.

2. This schedule should be used to effect appropriate disposition of the
records in your component. The item numbers 1dentify wajor series or categories
of records which should cover all or wost of your records. The destruction or
retivement of the records should be in seeordance with the "Disposition Instructions”
in the Records Control Sehefule except that destruction action proposed on certasin
item rumbers listed in the front of your schedule must be temporarily delayed
pending legal authorisstion.

3« Although the schefule is mandatory it ie not inflexible. Changes ean be
wade at your request, Sueh changes however, should be requested in writing through
the OCR Records Menagement Off{icer so that all legal aspectz may be taken care of.

. 1In order to provide the Mansgement Staff with a report of the volume of
records destroyed in OCR under suthority of the schedule, & report of any
destruction will be made to the O0R Becords Management Officer. This report will
be in writing and will cover thLe following:

&, Amount of pmterial in linear feet, or inches.

b. A general desoription of the material as given on your
Records Contrel Schedule i1.2., Bubjlect Files, Source
Meterinl, Reference Publications, Intelligence Reports,
aete.,

e, The t of materiel (cerds, correspondence, documents,
ete.) and ‘

d. The itewm muwmber on the schedule under which the records
were destroyed.

A report ghould be mads only when the emount of material destroyed is approximately
one linear foot or wore. Only that material which is setumlly pert of a file
should be reported. Individual Socuments which sre destroyed on & dsily basis and
which never become part of the file series should not be included.

5. A negative report, if applicable, is required frow your cowponents
{vranch level and ebove) st the end of each quarter.

6. The Office of Security hes granted en exception to the reguirement of
logging the destruction of individuml secret end confifentiml documente providing
& record of the meterisl destroyed is Baintained by category of materisl, file
names, subject or other means of identifying, by general deseription, the nature
and kind of materisl desiroyed. Reporting the destruction of materiesl as required
in paragraph k ebove serves to £111 this requirement.

EXHIBIT NC. 3
Approved For Release 2&% : CIA-RDP78-00487A000200280014-0
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PROPOSALS Industrial Card Files 15 My 1957

1. Piles in all Branches be cut off at the end of 1952 and all material dated
1952 apd prior be transferred to the Records Center in hard copy.

This vill move the major portion of low level material out of the purrent
files which contain higher grade and wore selecoive material, Approximately
750 cuble feet of files would be transferred to the Records Center releasing
75 safes and 600 square feet of floor spece for other use, It is lwportant
that the cut-off date be wade across the board with as few exceptions as possible
in order to Pacilitate the point of search. This material could be recelled
by individual dccuments or by plants for temporary reference purposes., Also
pesed upon use or need could be recalled on & peruanent transfer basis for inter-
£11e in the surrent file. The various machine listings avalilsble to the enelysts
shov & listing of all dobuments filed under esch plant which in turn would
serve e sn index to what is at the Records Center and what is in the current
files. Coples of these listings should be furnished to the Records Center.

2. Files in Branch X dated 1953 through 1956 be mierofilmed and placed in film-
gort jackets. BHard copy of this material should be transferred to the Records
Center. '

The original negative should be kept in the current files and used in lieu
of hard copy. A copy of the negetive should be made for VM storege.

3. Tests in the use of shelf filing be continued on a econcurrent basis with
the tast of microfilming and retirement of documents.

%, Hard Copy files acoumulated in Branch X during 1557 be filwed during 1958,

Original negatives should be retalned in current filea and hard copy trans-
ferred to Records Center. A copy of the negative should be made for VM storage.

5. During the lstter half of 1958, based on experience from the use of microfilm
and recall of hard copy from the Records Center, decide on one of the following
setionsy

(1) If miorofilm proved completely satisfactory, destroy all hard copy in
current files {1953-1957) and Qestroy hard copy annually after each
preceeding year has been filwed. Retain film in current Tiles
indefinitely. If waterisl at Records Center {1952 and prior) is to be
retained over 10 yesrs, microfilm it.

=7 (2} If wmicrofilu is only adequate for older material destroy onl 119:5,?1?“&
8 Wil

/ o sftap microfilming &nd retein film in current Tiles.
mﬂt&in B S-year lsevel of hard copy in current files apd that material
over 5 years would be maintained on filw.

(3) If microfilm is inadequate, end it is found that use of material over 5
yesrs o0ld reteined at the Records Center is satisfectory, then estsblish
an annual cut-off and retirement plen, This would waintaln hard copy
in ourrent files for five years. (5-year level). Microfilm should be
&ipscontinued (unlass it i3 necessary for WM storage}. If shelf filing
has proven successfull, then convert all files to shelf files.
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